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record and shall be provided an oppor-
tunity to have a copy made of any 
record about such individual. 

(c) A record may be disclosed to a 
representative chosen by the individual 
as to whom a record is maintained 
upon the proper written consent of 
such individual. 

(d) A request made in person will be 
promptly complied with if the records 
sought are in the immediate custody of 
the Corporation. Mailed requests or 
personal requests for documents in 
storage or otherwise not immediately 
available, will be acknowledged within 
10 working days, and the information 
requested will be promptly provided 
thereafter. 

(e) With regard to any request for 
disclosure of a record, the following 
procedures shall apply: 

(1) Medical or psychological records 
shall be disclosed to an individual un-
less, in the judgment of the Corpora-
tion, access to such records might have 
an adverse effect upon such individual. 
When such determination has been 
made, the Corporation may require 
that the information be disclosed only 
to a physician chosen by the requesting 
individual. Such physician shall have 
full authority to disclose all or any 
portion of such record to the request-
ing individual in the exercise of his or 
her professional judgment. 

(2) Test material and copies of cer-
tificates or other lists of eligibles or 
any other listing, the disclosure of 
which would violate the privacy of any 
other individual, or be otherwise ex-
empted by the provisions of the Pri-
vacy Act, shall be removed from the 
record before disclosure to any indi-
vidual to whom the record pertains.

§ 2508.14 What are the identification 
requirements for individuals who 
request access to records? 

The Corporation shall require reason-
able identification of all individuals 
who request access to records to ensure 
that records are disclosed to the proper 
person. 

(a) In the event an individual re-
quests disclosure in person, such indi-
vidual shall be required to show an 
identification card such as a drivers li-
cense, etc., containing a photo and a 
sample signature of such individual. 

Such individual may also be required 
to sign a statement under oath as to 
his or her identity, acknowledging that 
he or she is aware of the penalties for 
improper disclosure under the provi-
sions of the Privacy Act. 

(b) In the event that disclosure is re-
quested by mail, the Corporation may 
request such information as may be 
necessary to reasonably ensure that 
the individual making such request is 
properly identified. In certain cases, 
the Corporation may require that a 
mail request be notarized with an indi-
cation that the notary received an ac-
knowledgment of identity from the in-
dividual making such request. 

(c) In the event an individual is un-
able to provide suitable documentation 
or identification, the Corporation may 
require a signed notarized statement 
asserting the identity of the individual 
and stipulating that the individual un-
derstands that knowingly or willfully 
seeking or obtaining access to records 
about another person under false pre-
tenses is punishable by a fine of up to 
$5,000. 

(d) In the event a requestor wishes to 
be accompanied by another person 
while reviewing his or her records, the 
Corporation may require a written 
statement authorizing discussion of his 
or her records in the presence of the ac-
companying representative or other 
persons.

§ 2508.15 What are the procedures for 
requesting inspection of, amend-
ment or correction to, or appeal of 
an individual’s records maintained 
by the Corporation other than that 
individual’s official personnel file? 

(a) A request for inspection of any 
record shall be made to the Director, 
Administration and Management Serv-
ices. Such request may be made by 
mail or in person provided, however, 
that requests made in person may be 
required to be made upon a form pro-
vided by the Director of Administra-
tion and Management Services who 
shall keep a current list of all systems 
of records maintained by the Corpora-
tion and published in accordance with 
the provisions of this regulation. How-
ever, the request need not be in writing
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if the individual makes his or her re-
quest in person. The requesting indi-
vidual may request that the Corpora-
tion compile all records pertaining to 
such individual at any named Service 
Center/State Office, AmeriCorps*NCCC 
Campus, or at Corporation Head-
quarters in Washington, DC, for the in-
dividual’s inspection and/or copying. In 
the event an individual makes such re-
quest for a compilation of all records 
pertaining to him or her in various lo-
cations, appropriate time for such com-
pilation shall be provided as may be 
necessary to promptly comply with 
such requests. 

(b) Any such requests should contain, 
at a minimum, identifying information 
needed to locate any given record and a 
brief description of the item or items 
of information required in the event 
the individual wishes to see less than 
all records maintained about him or 
her. 

(1) In the event an individual, after 
examination of his or her record, de-
sires to request an amendment or cor-
rection of such records, the request 
must be submitted in writing and ad-
dressed to the Corporation for National 
and Community Service, Office of the 
General Counsel, Attn: Privacy Act Of-
ficer, Room 8200, 1201 New York Ave-
nue, NW, Washington, DC 20525. In his 
or her written request, the individual 
shall specify: 

(i) The system of records from which 
the record is retrieved; 

(ii) The particular record that he or 
she is seeking to amend or correct; 

(iii) Whether he or she is seeking an 
addition to or a deletion or substi-
tution of the record; and, 

(iv) His or her reasons for requesting 
amendment or correction of the record. 

(2) A request for amendment or cor-
rection of a record will be acknowl-
edged within 10 working days of its re-
ceipt unless the request can be proc-
essed and the individual informed of 
the Privacy Act Officer’s decision on 
the request within that 10 day period. 

(3) If the Privacy Act Officer agrees 
that the record is not accurate, timely, 
or complete, based on a preponderance 
of the evidence, the record will be cor-
rected or amended. The record will be 
deleted without regard to its accuracy, 
if the record is not relevant or nec-

essary to accomplish the Corporation’s 
function for which the record was pro-
vided or is maintained. In either case, 
the individual will be informed in writ-
ing of the amendment, correction, or 
deletion and, if accounting was made of 
prior disclosures of the record, all pre-
vious recipients of the record will be 
informed of the corrective action 
taken. 

(4) If the Privacy Act Officer does not 
agree that the record should be amend-
ed or corrected, the individual will be 
informed in writing of the refusal to 
amend or correct the record. He or she 
will also be informed that he or she 
may appeal the refusal to amend or 
correct his or her record in accordance 
with § 2508.17. 

(5) Requests to amend or correct a 
record governed by the regulation of 
another government agency will be for-
warded to such government agency for 
processing and the individual will be 
informed in writing of the referral. 

(c) In the event an individual dis-
agrees with the Privacy Act Officer’s 
initial determination, he or she may 
appeal such determination to the Ap-
peal Officer in accordance with 
§ 2508.17. Such request for review must 
be made within 30 days after receipt by 
the requestor of the initial refusal to 
amend.

§ 2508.16 What are the procedures for 
filing an appeal for refusal to 
amend or correct records? 

(a) In the event an individual desires 
to appeal any refusal to correct or 
amend records, he or she may do so by 
addressing, in writing, such appeal to 
the Corporation for National and Com-
munity Service, Office of the Chief Op-
erating Officer, Attn: Appeal Officer, 
1201 New York Avenue NW, Wash-
ington, DC 20525. Although there is no 
time limit for such appeals, the Cor-
poration shall be under no obligation 
to maintain copies of original requests 
or responses thereto beyond 180 days 
from the date of the original request. 

(b) An appeal will be completed with-
in 30 working days from its receipt by 
the Appeal Officer; except that, the ap-
peal authority may, for good cause, ex-
tend this period for an additional 30 
days. Should the appeal period be ex-
tended, the individual appealing the
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